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DD/S 72-2622 


30 June 1972 


MEMORANDUM FOR: Director of Communications 

Director of Finance 
Director of Logistics 
Director of Medical Services 
Director of Personnel 

-Pirector of Security 

' Director of Training 
Chief, Support Services Staff 


AT Po 


SUBJECT : Management Review and Improvement Program 
REFERENCE : OMB Circular A~44 (Revised), dated May 24, 1972 
1, A copy of referent circular is forwarded for your information since 


there will be some delay in the issuance of implementing instructions from the | 
Office of Planning, Programming and Budgeting. We understand thatT7 | STAT 


STAT [of O/PPB will be in charge of this project. 


2. O/PPB instructions should be issued within a few weeks and will be 
forwarded to you as soon as available. 


STAT 


Acting Chief, DD/S Plans Staff 


Att. 
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Aipproved Fd@elease 2002/08/15 : CIA- PDE 6s pov gmmrocascqnsonie 
EXEMMUTIVE OFFICE OF THE PRES} IT 
OFFICE OF MANAGEMENT AND BUDGET 
: WASHINGTON, D.C. 208503 - 
May 24, 1972 CIRCULAR NO. A-84 
Revised 


IBADS OF EXECUTIVE DEPARTMENTS AND 
eview and improvement program 


4 Purpose. The purpose of this Circular is to provide guide- 
dines for (a) management review and (b) management improvement, » 
that will focus agency efforts on operating programs and on the 
functions essential to their suprort. Thess efforts will be 
evaluated at all levels based on contributions made to achieving 
Qpeeseaeg pregram objectives. 


Rescissions. Effective September ty pita: this Circular su- 
exsedes and rescinds Circular No. A~u4y, vised, dated February 
nee subject, Establishment of a i A enent improvement pro- 
applicable to all Government operations, and Transmittal 
oxandtun No. 1, thereto, dated June 17, 1970, subject, Govern 
-wide study to improve Federal reporting and reduce related 
e) Be evore: and, Circnlar No. A-79, dated July 3, . 1958, subject, . 
Report . of accomplishments in the use and management of arn eae 
data px xocessing {ADP}. peels requirements specified in thes 
rescinded directives are superseded by this Circular prope tes 
September. 1, 1972. ‘ 
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Bs Ruthority. Statutory provisions remiire 2 03 2 of Man- 
agement and Budget to issve guidance to hea wed by depart- 
ments and agencies in reviewing and improving shel: operations; 
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opera vclng program in wvelation to the achievement of its 
oD: active. 


ce ma NS $3.4 o = } te = Bt a 
Da Responsibilities of the Office of Manaqement and Budget. 


. Gui ae of Management and Budget will pro- 
mote the management review and improvement program throughs 


{i} dea anterchange, panies ciate means will be devel- 
oped fox the interchange of manageme review and improvement 


ideas. Special emphasis will eg placed on disseminating 
infoxmation concerning quantitative improvement techniques such 
as value analysis and cost-effectiveness analysis. 

% €2) Xnteragency manacement projects. Interagency man- 
agement projects will ‘be monitored and the departments and agen- 
cies will be advised of applicable efforts planned or in process. 

x (33 Annual management Letters Departments and agen- 
cles ae be provided with an annual assessment of tneixr manage- 
ment review and improvement program efforts, and specific manage- 
ment ee ues requixing department or agency action will be 
identified. ; 

be. Assessmenc. The Office df Management and Budget will 
assess the progress of the management review and imorovemeant pro~ 
gram through: 


On-site management surveys will be con- 
a 


Gu exised of ONB and agency personnel, Tne: 
Bu to examine and evaluate the management 
ca: riment or agency and gauge anes top man-. 
ag adequately served. Sucl urveys may be 
in at the request of a Dee nee ox agency 
he 


common ove: 


~ 4 
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{35 Revor ador partment and agency annual 
maAnagemenk reports will be . 

Reveey SE ac cy 4 Departmenr and avgenc 

schions taken in resconse to management issues identi-~ 

anual eee letters and in budget hearings will he 
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each department and agency will establish a < continuing and syste-~ 


‘matic review and improvement program at all levels in accordance 


with the guidelines contained in this Circular. Responsibility 
for coordination of the Management review and improvement xograin 
be delegated toa top level official reporting directly to 
department or agency head. The coordinator Shall be 
responsibility for assuring that: 
@&. Program procedures provide for proper 
contorm to the guidelines in this Circular. 


sidential 2 Management Improvement Award nomine 
ered without reference to S@x, xace, creed, nat 
rank ox other nonsubstantive factors, 
nominations represent accomplishments 
to warrant fresidential recognition, © 


oe ae annual management report is prepared in accordance 


cha oe and is submitted to thse Direct x, Offices of 


3. Management review guideline Department and agency manage-~ 
ment review procedures will provide F a 
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Os aaa {4} Prompt dissemination of xecommendations to the. 
level capable of initiating necessary corrective actions. 


(5) Establishment of a control system that will assure 
tne Satisfactory implementation of all approyed corrective 


Oe Manaqement improvement quidelines. Department and agency 
management improvement procedures will provide for the accomp- 
lishment of priority improvement projects and other improvement 
projects. 
a. Priority improvement projects. en oe 

413 Selection. Prior to the beginning of each fiscal 
year, a limited numbex of areas requiring top management atren- 
tion will be designated as priority improvement projects. Such 
erojects will identify areas requiring improvement during the 
year based on an assessment of all applicable evaluation sources, 
including management review recommendations and should consider: 


{a} The need for improving the operating program 
oc function in terms of accomplishing the mission. 


{b> The cost-effectiveness of an imorovement in 
texms of the potential benefits to be obtained. j 


{c} The availability of xesources to apply to the 
proposed improvement in terms of department or agency-wide prior 
ities. . 


{ay The opportunity presented by an improvement 
for new iAnitiatives that 131 encourage the setter .use of 
yesources. ; 

@2} Objective and performance indicators. Management 
improvement objectives and performance indicators will be estab- 
dished and quantified, where practicable, for sach pxriority im- 
proy project. Performance indicators should parmic 
continuous and total assessment of progress in the attainment of 
Sach improvement objective and should reflect: (a) increases in 
Pre j more timely service xendered, {cc} better 
ua oc CURDTES ox {a) xeduced casts for the operating 
pro functicn. 

Priority improvement projects will 
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ant projects. Other improvement projects 
BE ented through the a: appropriate operating program ox 

ng function manager, to the extent of pce ee 2 
Oo c resources. Efforts should be conc: 
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{7} Painancial operations as defined in "The Joint Fi- 
nanclal Management Improvement Program in the Federal Government 
of the United States,” 1957, GPO No, OF~278-392. 


(2) Automatic data processing operations as niece 
ME Cc x No. A-83, subject, ADP Management 

{ADP/MIS}. ‘ 
interagency, and oublic 
~40 and the Federal Prov- 


{3} The management o3; 
recorts as defined in OMB Circular No. 
erty Management Requiations. 
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{#) The productivity of Government operations ineluding 
development of productivity indices, better use of work measure- 
ment systems, expanded use of unit cost measures, and prodvetiv- 
ity justification of capital investments, 

(5) The utilization of available -resovrces at ali 
levels to reduce the cost .of currently approved programs or 
budget estimates including the elimination of nonessential activ- 
ities and positions, adjustments in existing activities and pro~ 
cedures, use of labor-saving equinoment, economical procurement 
and other actions that will reduce costs. 

{6} Common ace veriodically 
designated by the Off: et fox Governnent- 
wide study. 
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: f2) The intexchange of ideas within a department. or 
agency stressing innovative impxrovem aie and techniques that may 
oe adapted for use in areas other tha n where o riginateds and — 

a) pat (2) The nomination of individuals Ox groups who have 
made except ona and ourcstanding contributions to the achievement 
oF Management Amprovements for Presidential Management Improve- 
ment Avaxds. These Awards represent the pinnacle of recognition 
granted by the Federal Government for management improvemant and, 


cognition which may be granted by the head of a department or 

agency through the Federal Incentive Awards Program. ae 
Sd 

eaports Bach department and agency with 200 or more cope cap 

reguiar employees will submit to the Director of the Office 

Management and Budget, by September 7, of each year an annual 

gement repoxt. The report will be prevared in asedraance 


ra 
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ied sucn, are an amportant part of va rious other forms of 
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oo the format and instrne ctions contained in the Attachment ana 
Exhibit, and will be submitted with a brie covering trans 
AL that evaluates the total effect of reported plans and ac- 
iishments in the achievement of operating program objectives 

cles witn fewer than 200 full «time ra gular employees will 
ft A narrative annual managemen£ report. The first sub- 
ils, due on September tg 4972, will cover accomplishments 


‘ring fiscal year 1972 and plans for fiscal year 1973, exceot as 
©d in the Exhibit. . ‘ 
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Management Review and improvement re Prodran 


Annual Management Repore. 


% " , oe = > eae Sad geot 
2) puroose of the xeport. The annual management Tepoxre AS 12 
pa fete = Feta 2 : 
signed to serve tnree purposes: | ; 
+ Lo he rs t 7 Seed =) Le 
2 Promote an annual assessment by the deparcmencs and 
. Seo | lial bg ae S s en .-¥ LyXy a be wae ream: 
acencies of their management review and improvement progran; 
atts ee 
3) assist ine office of Ma anagement < and Budget in ASSESSING 
3 ASS Ae te ate Sue ae : eee ae 
Aepe ae and é agency peCgrere and xesponsiveness in implementing 
u — ke 
the management review and : improvement program; and 
c Consolidate interagency management review and iAnprove- 
ment Rena teat xequirements. 

, e ‘ j 42 submit 
2. Numbs wer of copies. Each department and agency wilh suomi 
whe oe 4 ik os Ot - = 
four copies to OMB. 

: s 40 e 2 4 ah 
3 Repoxre transmitt al. A brief covering transmittal qnich sum 
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rohieving opoararing program objectives will be suomieced ALE £2 
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vi 
anwual management report. 
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4 x 3 managenen report is aivice 
ty Revort sections. The annual management repo ai 
Dae 2 is Pawo <2 =“, oe . sehtoit 
a 3 con hs s snecified in tne Bxnroics 
Anto eight sections as Speci Red an the 2x02 
1 Manacement reviews (Section 1)>5 
fle HoGAaG amen VACHS 
‘ 
5 i 4 amant orolent nekion TT: 
), Priority imorovement projeccs {S: 3.0% ae 
‘ eior: C 
4 et be pat Jane LP are F4 n CIT “ 
a winancial accomplishments and plans (Section LTT) 5 
+> 
c <5 (Section 
; A py yor OVeMents fa hs te eS 
ca automatic data processing {AD improvemen 4 
Sb te he: 
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EV) 3 
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fs 3k 
7 Ae AS 
a fAentialL M Aen royeamenhk AWAEAS 
ss Nominees for Presidential Managemen Ye Tmoroven 
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wil be applied in preparing the annual management report: 


as tations, Reportable data will be limited to revie: 

and ime nt plans and accomplishments initiated by a depart- 

menk or through new or improved managemenk actions. Ex~ 

cemnally sed actions such as externally dixected budget and 
personnel uctions or degis slative changes are not reportable. 


bd. Data avaijlabilit Ey. if requested, Gepartments and agen- 
cies will pe prepared to ehoviae to thea Office of Management and 
Budget substantiating data for any information submitted in the 
annual management xerort. Departments and agencies are not 


ed to maintain central files of substantiating data and are 
encouraged to retain such data at the originating level. 


Cs waarantion: Departments and agencies will assnre that 


an independent evaluation has ceen made of the reasonableness and 
Ladi S08 xeported accomplishments. This independent evalua- 


made by an organi 


Fe) 2 anization other than the organiza- 
nsible for the accomplishme 


ment; and 


iin 


(2) Provide through sampling, ofr ther. apnprooriate 


» an accaotable jevel of confidence that tne accompiisn- 
xLly took place and is valid as xeported. 
fae \ Departments and agencies will high- 
iaght imp ts any Section of the report that may have ap- 
plicability fox other papas eees and agencies, 
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ECTION I - MANAGEMENT ND REVIEWS 
Brief description of procedures established to conduct management reviews2%* — ®@ 


4. Review policy. 


Review plans. for current year summarizing ih brief narrative statemen 


&o Operating program objectives to be: examined, 


a 


b, Major operations to be analyzed 


5 


Review achievements for past year summarizing in brief narrative statements of changes ins 


@e Operating program objectives. 


be. Major operations 


pscription should reference any on~geing examination, analysis, and appraisal 
an agency has designated as part of its ma nagement review procedures. This 
“co 2S reported only in the first submittal or in subsequent submittals when 
‘change in management review procedures has been implemented. 


: ioe ATre . ar IAOAM oy ut tebe V4 abla min 

Review plans and achievements may oe precleared by an agency with the applicable omnp 
: ati ef an approp ges evel Or 
division ene o£ an appropriate Fei oO 


ae co Submittal to facilitate deling 
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SECTION II - PRIORITY IMPROVEMENT PROJECTS* 


l. Project title. 
2. Identification of program or function covered by the Project. 
3. Summary statement of improvement approach: 

a. Brief description of Project. 

b. Reasons Project was selected. 


-c, Brief evaluation of the usefulness of primary improvement techniques | 
(e.g., value analysis, cost effectiveness analysis, etc.) applied. 


4. Specification of improvement objectives and performance indicators: 


Performance  -----7-- Performance-------- ttre Objectives-------- 
Indicators** BPRI¥** Base Year Past Year Past Year Current Year 


a. Productivity. 
b. Service. 
c. Quality. 


d. Cost. 


5, Assessment of performance: 


a. Reasons for short fall or above average performance. 
b. Corrective action initiated or required. 


c. Target dates for improvement objective achievement. 


«Submit this Section for each Priority Improvement Project. Priority Improvement Projects for fiscal year 1972 
may be reported in the format contained in Exhibit 1 to Circular No. A-44, Revised, dated February 16, 1970. 


*%*Develop all four indicators for each Project if applicable. If not applicable, explain. 
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SECTION TIT - PINANCIAL ACCOMPLISHMENTS AND 


» Significant accomplishments and Future Plans 


x 


Submit narrative deserintion for each significant improvement comple: ng the fiscal 
year and, the resulting benefits therefrom classified by funetisonal a de ed ous; ttt 
Organization, {2} Budgeting, (3} Accounting, (#3 Cash Manageme: 2On bin £8 
Auditing, (7) Staffing and Training, or {8} Antomation fonly if an Bz } vs 
apply}. Each narrative statement should include a Gescription of the 4 
for further improvements and should include a realistic target date for complec: ELE 
reported in Section II, list only the Priority Improvement Project title and chi £ nebional 
code. a @ 


pp 6Status Of approval of accounting systems 
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nea ty Standards esign . Doeratilon | 
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L They fe ae 4 as * isl >) * 4 f- 4 + 7 
Enter tne status date preceded by the appropriate code from the follor ring Liste 
CG, for formal approval 
Sy for fc submission 
to d the date is a target for submissicn 
a n icable - system not legally ssubject to Comptrolier General approval 
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ake system is installed and operating as approved 
the date is a target for completion of the installation 
System In operation approved by the Comptroller General 


- Approved For Release 2002/08/15 : CIA-RDP83B00823R000400090009-6 


sen mn 


SECTION Iv - AUTOMATE DATA PROCESSING {ADP) LMPROVEMENTS* 


iF Identification of D 
brogzam oz Function of 
4. Significant improvements in the per- 
formance level of a program or functi -Oni 
as @ result of using ADP capability: 
Ze Planned for current year 
b. Achieved ‘during past year. ; _ @ 
2.2 Significant improvements in the man Lage 
ment of computer facilities and 
YESOUrCES 3 HEH 
ae. Planned for cur rent year o 
b. Achieved during past year. ; 
> 
! 
tInformation to be reported in this Section is covered in Circular No. A-83. @ 


* 


mAT£ reported in Section II. list only the Priority Improvement Project titie. 


wkAROMOTE such improvement as eoneolids tion «of comruther factiities, respite from the vec. of 

. are coated . ‘ 4 we - ee ee nae ee ~ a . 

i 4 a4 ~ Ame AL ented < rote en oy ORO ht yoke yes 
hardware and software mon vitering technicues, standaréization Of SySGtem Fequirements, Onc. 
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SECTION V - MANAGEMENT OF FEDERAL REPORTS* 


- Briex description of procedures establishec to manage Federal reports:%* + 
a. Reports-management policy. 
b. Reports management objectives. 


cc. Reports. management approach, 


om de & 


Reporting : Se Tue mem eon mmc sem en com en arm rm ey rm meh eb enn ein cn an ens ero em ers execs (OLY FSP cr mom el EO AH SO DF EE DAY EY = ON ew wm we EN on 
Category . » duly 1 (Past Year) — SBLyY.2 (Current Year). bitter 
ae Public Reporting 

{man-hours} 
be. Interagency 

Reporting , 

{dollars} 

a 

Ce -invernal 

‘Reporting 

{dollars} 


kKinformation to be reported in this Section is covered in Circula 
Property Management Regulations. 


This description is to be reported only in the first submittal or in subsequent submittals 
. when a significant change in reports management procedures has been implemented. 
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taAeACtach a summary analysis of difference in co 
factors as the reporting impact of new program 
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SECTION VII - 


COST RE 


42 Overall cost reduction dollar savings goal for 


2. Overall cost reduction. dollar savings achieved 


Use of Savings Past Year** 
Finance other 

approved 

requirements 

of the reporting 

unit 


Qe 


Reprogrammed to _ 

finance other onan ae rans 
approved re 
requirements 


Placed in reserve or . 
applied to reducing : 


Co 


Has a significant estimated budgetary effect in the current 
reduction is selected as a Priority Imprevement Project 
ection will not be submitted. 


5 5 299 IO and eA aa a 

maked budgetary effect in the current ang budgee year Ox 
nm * ee. ee ar’ on 4% agen 

s wear, if applicable, as covered in Circular Avd i, sec 
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SECTION VIII - NOMINEES FOR PRESIDENTIAL NANAGEME T AWARD ° 
4. Submit fer each nomination: 
a. Nominee*’s name, title, and grade; or identification of group. 
b. Organization. 
Cc. Summary of achie evement. : © 
do Summary of benefits. 
e. Agency contact official (mame, title, phone number). 
f, ‘Any agency award that has been granted or is in process for the achievement. 
g. Specific evidence of the degree of ingenuity, innovation, extraordinary dedication, OX 
exceptional skill demonstrated by the nominee. 
» 
h. Any additional pertinent informatica. 
2. Nomination limitations: None. However, each potential nomination should 
screened to assure that the nomination is warranted. If more than one 
submitted, indicate the order or preference. 
yf a 
= 1) . 
. 4 
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